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Document Introduction and Notes 

 

NCDOT is constantly changing to better serve and connect with our Customers and Business Partners and thus is 

transitioning to Connect NCDOT Site’s “SharePoint” for Project Management and Delivery. 

 

� This documentation is provided specific to the NCDOT Location and Surveys Unit and our Business Partners as 

we transition our unit’s Project Development and Transmittal Process to SharePoint. 

 

� The Location & Surveys Unit will be utilizing SharePoint for project delivery of Data and also CADD files until 

such time as we switch to Bentley - Geopak “Project Wise” to manage CADD files. 

 

� Understanding SharePoint “structure” and at what level we work as L&S Users is critical to using SharePoint 

effectively. 

 

• The Location and Surveys Unit is a member of the “Preconstruction” Team Site on SharePoint and is 

represented across all Projects as a specific SharePoint “Discipline” – Location and Surveys. 

 

� The Location and Surveys Transmittal Database will continue to be used in coordination with SharePoint. 

o A PDF file of the transmittal will be created and placed in the L&S Topic “DOT Transmittals.” 

 

� This document creates a “new” Consultant (PEF) Submittal Process. 

 

• ALL Consultant (PEF) deliverables will be uploaded to the L&S Topic “Consultant Submittals.” 

o This will be the Storage Bin for ORIGINAL consultant files as delivered. 

o Files should be placed in a “Document Set” (tip#_type_firm_date). 

� TIP = Project Number 

� TYPE = Survey Type 

� PEF = 3 digit PEF designator 

� DATE = Date transmitted 

 

• Consultant files will be downloaded and reviewed at the local level. 

o A “Redline” file may be created if significant edits are needed. 

o The PEF will make necessary edits and Re-Upload the file into the “same” Document Set. 

o This will allow SharePoint “versioning” to document changes. 
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Accessing the Connect NCDOT Home Page 

1) To access the Connect NCDOT Home Page - Simply hold your Ctrl “key” down and click on this link … 

https://connect.ncdot.gov/Pages/default.aspx  

2) Sign-in as a Team Site User to access SharePoint.   

PEFs - For help signing in - See the following Quick Reference Link 

https://connect.ncdot.gov/site/preconstruction/Preconstruction%20Help/Quick%20Reference%20for%20Consulting

%20Firm%20Users.pdf  
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Accessing the Connect NCDOT Home Page - Continued 

� The Location and Surveys Unit is a member of the “Preconstruction” Team Site on SharePoint and is 

represented across all Projects as a specific SharePoint “Discipline” – Location & Surveys. 

3) Click “Preconstruction.”  
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Preconstruction Projects Home Page 

4) Preconstuction Projects Home 

� For QUICK Access to Preconstruction Site - Simply hold your Ctrl “key” down and click this link …  

https://connect.ncdot.gov/site/preconstruction/SitePages/Home.aspx   
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Searching to find your Project Site 

� For the purposes of this manual; the “Training02” project site will be used.  This would normally be the 

project TIP number … B-3159, etc. 

� For QUICK Access to Preconstruction Site - Simply hold your Ctrl “key” down and click this link …  

https://connect.ncdot.gov/site/preconstruction/SitePages/Home.aspx   

 
1) Find your project on the NCDOT Preconstruction (SharePoint) Site.  Type in your project name in the “Find a 

Site” search box.  
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Searching to find your Project Site  -  Continued 

2) Our search for “Training02” brings us to the corresponding project site. 
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Searching to find your Project Site  -  Continued 

� If the site has not been created … Click this link for instructions on how to request a preconstruction site. 

� https://connect.ncdot.gov/site/preconstruction/Preconstruction%20Help/Quick%20Reference%20for%20Preco

nstruction%20Project%20Site%20Owners.pdf 
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Location and Surveys – Discipline 

3) Once inside your Project Site - Drill down into “Disciplines”  to … 

4) “Location and Surveys” to manage the project. 

 

� Add project site to favorites menu for easy access in the future (STEP not shown). 
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Location and Surveys – TOPICS and STATES 

� Location and Surveys will use SharePoint “Topics” to manage project structure. 

1) LS “Topic” 

 

 

2) SharePoint “Topics” with a description of each. 

 

• Consultant Attestations – May contain signed and sealed “PDF” files of Consultant deliverables.  

• Consultant Submittals – Will now contain “ALL” Consultant Deliverables as transmitted. 

• Correspondence – May contain important project documentation (Emails, etc.). 

• DOT Transmittals – Will now contain PDF file of Transmittal from L&S Transmittal Database. 

• Final DTM and TIN files – Will now contain the “final” DTM and TIN files formerly stored on Project Share.  

• Final Surveys – Will now contain the “Final Survey” file. (formerly stored on Project Share) 

• Property & R/W – Includes Original DGN files needed for future R/W Plans and Revisions. 

• Quality Control – Will now contain the EDM Calibration Report and the Project Review Checklist (PRC) 

• Reference info and Links – May contain Project related “Data” files not placed elsewhere. 

• Survey Control – Will now contain Project Control Data. 

• Utility Data – May contain Utility Data 

• Working Files - Area for files shared with Consultants and/or others. 
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Location and Surveys – TOPICS and STATES - Continued 

� Location and Surveys will use SharePoint “States” to designate the status of a file. 

3) Document “State” 

 

4) SharePoint “States” with a description of the use of each one. 

• Draft – Used if the reviewer returns the file for corrections or feedback. 

• Submitted – Used for all “Consultant Submittals.” 

• In Review – Used to show that a file is currently being reviewed. 

• Final – Used for “final” files that the field office has checked and uploaded to applicable SharePoint topic.  
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Uploading files in SharePoint (Using Drag and Drop) 

� Files OR “documents” can be dragged and dropped into any document library or document set that you 

have contribute access to. The files will show up in the library without Topic or other values set. If dropped 

into a document set the files will acquire the “State” property of the document set. 

1) Highlight file in Windows Explorer 

2) Drag 

3) Drop into Location and Surveys  
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Uploading files in SharePoint (Using Ribbon) 

1) Using the FILES tab from the ribbon in the top left corner above the Connect NCDOT logo. 

2) Choose Upload Document. 

3) Select Browse to choose the file you want to upload.  
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Uploading files in SharePoint (Using Ribbon) - Continued 

4) Choose the file you wish to upload. 

5) Select OPEN. 
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Uploading files in SharePoint (Using Ribbon) - Continued 

 

6) The Notification of successful document upload and properties update form - b3159_ncdot_fs.dgn appears. 

7) Choose the appropriate Topic from drop down – “Final Survey” in this case. 

8) Set the State of File – “Final” in this case. 

9) SAVE properties. 
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Viewing and editing file properties 

1) Highlight file 

2) Choose the ellipsis “…” by the open button. 

 

3) Choose View or Edit Properties depending on what you need to do. 
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Viewing and editing file properties -  Continued 

4) View Properties Dialog Box 

5) Notice that the “State” is incorrectly set to Submitted. 

� This is a Final Survey file residing in “Final Surveys” Topic and thus should have a state of final. 
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Viewing and editing file properties -  Continued 

� Choosing “Edit Properties” in STEP “3” above allows you to both view AND edit file properties. 

� Let’s change the “State” to final using Edit Properties. 

6) Choose Final from the “State” drop down. 

7) SAVE changes. 

 

 

8) Viewing file properties now shows “State” is set to final. 
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Viewing file version history 

1) Highlight file. 

2) Click on ellipsis “…” 

3) Choose “Version History”  

 

� Upon review - we see how “versioning” tracks revisions including edits to a file and its properties. 

4) Version “0.1” – The file was uploaded. 

5) Version “0.2” - The “State” was set to final by editing the file properties. 

6) Version “0.3” - The “LS Topic” was set to Property and RW by editing files properties. 

• Both “State” and “LS Topic” could have been set at the time of upload but were left blank to show versioning.  
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Checking Out Files - Review or Revise 

� SharePoint “CHECK OUT” allows you to designate that a file is in use by you as a user and WILL NOT allow the 

file to be overwritten as long as you have it checked out. 

� The only way to insure that the file IS NOT overwritten while you are working on it is to check it out. 

• So if there is a chance that you might make revisions to the file; then check the file out. 

• Best practice is to be ready to make your revisions when you check the file out and then check the file back in 

as soon as possible making sure to describe revisions in the comments box. 

1) Highlight the file you want to check out 

2) Choose the ellipsis  “…” besides OPEN button 

3) Choose “Check out.” 

 

 

4) Notice the Green diagonal arrow that indicates file is checked out. 
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Checking Files Back In - Versioning & Comments 

� SharePoint “Versioning and Comments” will be used to manage and document file revisions. 

� Once you are finished making revisions to a file – Check it back in and replace the file on SharePoint. 

1) Highlight the file you want to check back In 

2) Choose the ellipsis  “…” besides OPEN button 

3) Choose “Check In.” 
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Checking Files Back In - Versioning & Comments  - Continued  

4) Upon Check In you will be asked as to what kind of version you want to Check In. 

5) At this time the L&S Unit will use the “default” setting of “Minor version (draft). 

• SharePoint allows unlimited minor versions.  

6) Adding comments upon check in replaces the need for previous FS_History.xls file. 

• SharePoint allows comments to be stored with the file instead of maintain a separate history file. 

7) Select green OK button to save. 

 

  



 

24 | NCDOT Location and Surveys SharePoint Guidelines                                                                   Version 1.0 
 

Consultant Submittals (Creating a Document Set for Project Delivery) 

 See this link if more specific details are needed on How to Create a Document Set: 

https://connect.ncdot.gov/site/preconstruction/Preconstruction%20Help/Design%20Document%20Sets%20Help.pdf 

 

� ALL Consultant Deliverables will be uploaded as a Document Set to the SharePoint - Location and Surveys 

Discipline Library Topic “Consultant Submittals.” 

o This will be the Storage Bin for ORIGINAL consultant files as delivered. 

1) Once you are inside the Location and Surveys Discipline; Choose the FILES tab from the ribbon in the top left 

corner above the Connect NCDOT logo. 

2) Drill down as shown below to create Document Set … 
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Consultant Submittals – Document Sets - Continued 

3) Name the Document Set using (TIP#_type_firm_DATE) as the format. 

• Type = “2-3” character Survey Type whereas: 

CON = Conventional 

SUE = Subsurface Utility Engineering 

MS = Mobile Scanner 

TS = Terrestrial Scanner 

HS = Hydrographic Surveys 

• Firm = “3” digit PEF designator. 

• Date = the date that the Document Set was created with (yymmdd) as the date format. 

• EXAMPLE – B3159_con_dei_180415 

A Document Set is created for job B-3159 for Conventional Surveys by Private Eng. Firm DEI on April 15, 2018. 

4) Choose “Consultant Submittals” for the Topic. 

5) Set the STATE to Submitted. 

6) If necessary - Enter appropriate information in Precon Notes and Description fields. 

7) SAVE Document Set. 
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Consultant Submittals – Document Sets - Continued 

� Using Document Sets in the Consultant Submittal Topic enables us to manage and store deliverables from 

multiple Consultants in one location on SharePoint. 

� Shown below – “Consultant Submittals” Topic with multiple Document Sets for different types of survey work 

performed and submitted from multiple PEFs. 
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Right of Way Plans 

1) Final Right of Way Plan Sheet PDFs (Signed and sealed if applicable) for printing and recordation will be placed in 

a new Document Set “outside” of the Location and Surveys Discipline under LET Preparation > Final Plans. 
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Right of Way Plans -  Continued 

2) Create a new Final Plans Document set. 

3) Choose Plan Set Type from drop down menu – 150 Right of Way Plans. 

4) Name of document set must be same as choice in step 3. 

5) Set State to “Final.” 

6) Add Document Set Description. 

7) Add Precon Notes as needed. 

8) Click green SAVE button. 
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Right of Way Plans -  Continued 

9) 150 Right of Way Plans Document Set successfully created.  

 

 

 

  



 

30 | NCDOT Location and Surveys SharePoint Guidelines                                                                   Version 1.0 
 

Right of Way Plans -  Continued 

10) The PDF files will need to have a prefix (150_XXX) prefix added to the filename whereas … 

• 150 designates the Location and Surveys RW Series. 

• XXX = page number spacing for possible additional sheets. (001, 003, 006, 009, 012, 015, etc.) 
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Right of Way Revisions 

1) Right of Way Revisions will be managed in the “Property and R/W” Topic. 

� Note that the PDFs themselves go in “Final Plans” Topic as shown in previous section of this manual. 
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Right of Way Revisions - Continued 

2) It is in this topic that the DGN files used to create the RW Plan Sheet PDFs will be stored. 

3) Also included are the “source” files used to create the RW Plan Sheet DGN files. 
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Right of Way Revisions - Continued 

4) At the time of Right of way revisions - Make sure to contact the designers and get the most up to date source 

files including an updated ROW file. (STEP not shown) 

5) Check this updated ROW file using the SurveyControl.ma application and If necessary - REDLINE any 

discrepancies in the ROW file (STEP not shown) 

6) The redlined copy for designers can be renamed replacing “rdy” with “ls” to differentiate the filename and 

stored here as well as shown below - Tip#_ls_row.dgn. 
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Right of Way Revisions - Continued 

� Use SharePoint “Check out/Check in” and “Versioning with Comments” to manage file revisions. 

 

• Example – Right of Way revisions made by designers effects RW Plan Sheet “RW04” and which also requires 

revisions to the Right of Way Monuments and Easement Control Sheet “RW03E-1.” 

 

� Let’s start out by reviewing the existing version history of the DGN files “RW03E-1”and “RW04.” 

1) Highlight file. 

2) Click on the ellipsis “…” next to the OPEN button. 

3) Choose Version History. 
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Right of Way Revisions - Continued 

� Upon review of “rw03e-1” - we see how “versioning” tracks file revisions including edits to file properties. 

4) Version “0.1” – The file was uploaded. 

5) Version “0.2” - The “State” was set to final by editing the file properties. 

6) Version “0.3” - The “LS Topic” was set to Property and RW by editing files properties. 

• Both “State” and “LS Topic” could have been set at the time of upload but were left blank to show versioning.  

 

 

Upon review of “rw04” - we see that the “State” and “Topic” were set at the time the file was uploaded. 

7) Version = 0.1 

8) State = Final, LS Topic = Property and R/W 
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Right of Way Revisions - Continued 

� Next let’s check out and download both files so they will not be overwritten while we make revisions. 

 

9) Checkout “rw03e-1” 

 

10) Checkout “rw04” 

 

11) Rw03e-1 - Now shows Checked out and cannot be overwritten until checked back in. 

12) Rw04 - Now shows Checked out and cannot be overwritten until checked back in. 
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Right of Way Revisions – Continued 

� Once revisions are complete … 

13) Check the files back in making sure to add revision “Comments.” 

14) Upon Check In you will be asked as to what kind of version you want to Check In. 

15) At this time the L&S Unit will use the “default” setting of “Minor version (draft). 

• SharePoint has been updated and now allows unlimited minor versions.  

16) Adding comments upon check in replaces the need for previous FS_History.xls file. 

• SharePoint allows comments to be stored with the file instead of maintain a separate history file. 

17) Select green OK button to save. 
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Right of Way Revisions - Continued 

The final step of this process is to convert the revised DGN files to PDFs and replace the appropriate PDF files 

stored inside the 150 Right of Way Plans “Document Set” that is located outside of the Location and Surveys 

discipline in LET Preparation > Final Plans as shown below. 

18) Navigate to LET Preparation > Final Plans 

19) 150 Right of Way Plans document set 
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Right of Way Revisions - Continued 

20) Use Upload Document from the FILES ribbon across the top to insure that you have access to enter comments 

when you replace file. 
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Right of Way Revisions - Continued 

21) Browse to choose the file. 

22) Enter revision comments for this file. 

23) Select OK and SAVE. 

 

� Looking at the version history now shows version 0.2 and revision comments added. 

24) Version = 0.2 

25) Revision Comments. 
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Appendix 
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